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mailings as directed. 
�x Monitors  inventory level s of office or program supplies as assigned; orders, receives and maintains 

inventory of office or program supplies  as assigned; oversees the preparation of, reviews  and 
submits purchase orders and work orders as assigned.  

�x Communicates with personnel, par ents and outside agencies to exchange information, coordinate 
activities  and resolve issues or concerns; contact s parents to verify attendance information as 
assigned.  

�x 
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�x Sitting or standing for extended periods of time.  
�x Seeing to read a variety of materials.  
�x Bending at the waist, kneeling or crouching to file materials.  
�x Lifting, carrying, pushing or pulling objects up to 25 pounds. 
�x 


